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fOR AGENCY USE 1, Aqmw Addrru 
Department  of Human R e s o u r c e s  mliation Dm 

76- 22q Division o f  Mental  H e a l t h  & Mental  R e t a r d .  
Agency-Wide 
47 T r i n i t y  Avenue ,  S.W. 
A t l a n t a ,  Ga. 30334 

Date Received D.ts b m p l n e d  

JUfi 2 4 1976 I 3pIc - 6 1976 

FOR RECORDSMANAGEMCNT USE 
Aeplication Number 

*. -of Suiu 
Iarliest Latest 

L965 1 Present 

5. R.cordi Serial Title /followed by dde uosd in o f f h :  if  different1 qey- c c r > L i L L  

P a t i e n t  Pre-Admiss ion  S c r e e n i n g / N o t  A d m i t t e d  F i l e s  

Agency- Wide  A p p l i c a t i o n  

. R w r d  S r h  Dewiption 

Documents relating to: 

This file contains the following documents (;ndud@ form numbenand U'fleS, i f  any): 
Attach samples of the file. 

documents  r e l a t i n g  t o  p r e - a d m i s s i o n  screenings or interviews of p o t e n t i a l  
Patients i n  D.H.R. I n s t i t u t i o n s .  

I nduded ibu t  not l i m i t e d  t o  may be a d m i s s i o n  forms; " V o l u n t a r y  A p p l i c a t i o n  for Treatment"  
Pre-Evaluat ion  I n f o r m a t i o n ;  S t a t e m e n t s  b y  r e f e r r i n g  p h y s i c i a n s ;  P a t i e n t  s e l f - e v a l u a t i o n s ;  
Copies o f  let ters of r e f e r r a l ;  
e v a l u a t i o n  m a t e r i a l  used  b y  Menta l  H e a l t h  I n s t i t u t i o n s  d u r i n g  the e v a l u a t i o n  p r o c e s s .  

L e t t e r s  o f  rejection o f  a p p l i c a t i o n ;  and s i m i l a r  and r e l a t e d  

File is arranged: c h r o n o l o g i c a l l y  b y  y e a r  t h e r e u n d e r  b y  a p p l i c a n t ' s  name. 

1. Monthly Raferencs Rate 
One to six months old - 
twenty-five mnths and older ,? 

Letter-riza drawers ; Logakize drawers ; Shelves ; Other lrpecifyl-  

How often am records referred TO which are: 

; Seven to twelve months old 3 ; Thineen to twentyfour months old 
- - 

I. Annual Rim of Acnrmypion of R~cordr  

s t a t e w i d e  - 



years. 
ve- 

8. shto-lrw wul 1. Audit period 
b. hhm of limitation years. e. Administrative need 
E Federal iaw years. f. Federal retention instructions years. 

2 

Attach a ~ p y  or e x m  of laws 01 regulations. Explain administrative need. 
I f  a p p l i c a n t  returns for  r e e v a l u a t i o n  a f t e r  a two y e a r  p e r i o d ,  a new e v a l u a t i o n  would 
be ne'cessary.  

I 
12 A p p ~ v d  Disposition Instructions This agency recommends that the fi le series be cut off a t  the end of each: 

0 Calendar YRU; 0 Fiscal Year; r?l Other Or then, 
- 

Hold in the QatMt files area month($) yeads); then 
0 Transfer to local holding area; hold 
0 Trandw to Stan Recards Center: hold 
(J m. 
0 Transfer to State Archives for permanent retention. 
L3 0 t h ~  ISpecifyJ 
P l e a s e  
Note: 
f o l l o w - u p  and r e f e r r a l  services, m a t e r i a l  t r a n s f e r r e d  then f a l l s  under  retention guide-  
l ines for  Communi t y  Resource  U n i t .  

yeads): then 
yeadsl: then 

When a p p l i c a n t ' s  e v a l u a t i o n  i s  sent to Community Resource  U n i t  f o r  long term 

, /  

there inmuetionr apply to all pior and future accumulations of the series. 


